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This is the Community Portal for the NH Connections Information System (NHCIS). This is where individuals working in 

the field of early childhood and out-of-schooltime register to access professional development, credentialing, and 

background checks. Administrators, approved by the Child Care Licensing Unit, have access to their staffs’ BRC eligibility 

status and expiration. 

 

We call this the Community Portal or the New Hampshire Connections Portal.  

 

https://nhpublichealth.force.com/nhccis/s/login/?startURL=%2Fnhccis%2Fs%2F&ec=302  

 

Registering for NHCIS 

 

 
If you are new to the system, you should sign up for an account as soon as possible. Please use your personal email 

address so you have access to this account if you change employers and use your legal first and last names. This email 

address will also be your username. 

 

  

https://nhpublichealth.force.com/nhccis/s/login/?startURL=%2Fnhccis%2Fs%2F&ec=302
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Register by clicking the REGISTER button on the left-hand side of the screen. You will land on this form to complete. 

 

 
 

Once you complete the registration form you will come to this screen. You should have an email (pictured below) in your 

mailbox (yours will not say “Sandbox”). If you do not see this e-mail, please check your spam folders and include it as a 

“trusted sender” so this e-mail will not go to your spam folder. 
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Once you enter your verification code you will need to answer these 4 questions to move forward. These questions are 

for data purposes to help DHHS get a better picture of the early childhood and out-of-schooltime workforce in New 

Hampshire. 

 

 
 

Now you are in the Community Portal! 

 

 

 

  

*TIP: Type your code into this 

box as copy/paste doesn’t always 

work. 
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Connecting to your Child Care Program 

 

Below you will see two squares. One says Professional Registry and the other says Training. We call these Tiles. Everyone 

can see these tiles upon registering. 

 

Now to connect to the child care program you work for or plan to work for, if that applies to you. 

 

Click on the GET STARTED box within the pink square. Once you do this you will search for the program you are planning 

to work at (or are already working at). Use the exact name as it appears on the program’s license, which can be found by 

searching for the child care program using the Child Care Search on the NH Connections Website: 

https://nhpublichealth.force.com/nhccis/NH_ChildCareSearch  

 

 
 

Here is what this looks like as you enter information. There are roles within the system (such as Center Director) that 

require the approval of the Child Care Licensing Unit and allow you elevated access within the system. You should be in 

touch with your licensing coordinator about being approved per He-C 4002. If you need assistance, please call us at 603-

271-9025. 

 

When searching for your program verify the license # as seen below with an organization that has multiple programs. 

 

https://nhpublichealth.force.com/nhccis/NH_ChildCareSearch
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Completing your Background Record Check in NHCIS 

 

Once you are registered and connected with a child care program you will now have a Background Record Checks (BRC) 

Tile. You will also have a registration ID which can sometimes be helpful if you run into issues and need further 

assistance. 

 
 

Your next step is to begin the Background Record Check Process. Once you hover over this tile you will see the VIEW 

DASHBOARD square. Enter this tile by clicking on this square. 

 

 
Once you enter the BRC tile you will see an option to start a New Application 

    
 

Please read all instructions and make sure you don’t miss any important information. 
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Please pay particular attention to this section and make sure you are including the required information. 
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One you have submitted your application you can find the application in “My Applications" in the submitted section. 

 
 

In addition, you will receive an email with instructions on next steps: 

 

 
 



   

 

Return to 
Table of Contents 

9 

Downloading Forms 

 

You will find your documents on your BRC page along the left-hand column under My Documents, the screen shots 

below show how you can access this section and download your documents for printing. 

 

 

 
 

If you have lived in another state during the last 5 years you will also receive an email with instructions on where to find 

the out of state forms and instructions. This must be submitted with your completed paperwork and any payments 

required. 
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Once your paperwork is received at CCLU and it is being processed your application status will change to “Under 

Review.” This process can take from a week to several weeks depending on results received from criminal or abuse and 

neglect registries. Should there be results from any of these searches you will receive a letter from us with a deadline for 

providing additional information. Please be sure to respond by the deadline. Failure to do so will result in being deemed 

ineligible. 

 

 
 

You will also receive an email when we have received the payment and application for an eligibility card if you are 

required to obtain one. 

 

 
If parts of your application are incomplete, you will receive an email stating the application is incomplete.   The child 

care program will receive a letter detailing the outstanding requirements and the instructions for resubmission. Please 

let the program know they should be on the lookout for this letter as delays in submitting required documentation could 

result in a status of ineligible.  
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Once your application has been deemed eligible you will receive an e-mail and your application will move to Processed. 

You will also see your expiration date in that status area as well as the top right of the BRC section of your NHCIS portal. 
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You will also receive an employment eligibility card email when that card has been printed and is being mailed to you.  
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Eligibility Transfer Request 

Complete the fields on this page and SUBMIT: 

 

You will see the status of your submission here: 

 

And you will receive an e-mail letting you know the application has been submitted. (In some cases, the director will 

receive an email, but not always, the director should follow the next steps to approve the transfer)  

You will receive an e-mail indicating you have been approved 
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NOTE: You can do multiple transfers and indicate you continue to work at another program if you work at more than 

one program, it’s the same process. 
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DIRECTORS/PROVIDERS  

Staff and household members 10-17: 

 

• If you have staff or household members between the ages of 10 and 17 you only need to submit a Household 
and Personnel form. The Household and Personnel form for ages 10-17 can be found here. 

 

• If a 10–17-year-old has lived outside of NH during any part of the last 5 years, please also submit the appropriate 
Out of State CAN form. You can find that here 

 

Your Staff Roster and BRC approval Process 

 
You will notice in the steps above that your staff will receive an email with instructions once they submit their BRC 
application through NHCIS. It is important that you have them print their forms so you can mail them and any required 
payments to CCLU for processing. We recommend these get mailed from the program so you can ensure all steps were 
completed. 
 

What you will see in your NHCIS portal 

 
If a staff is listed as eligible they have a current BRC and can work. Ineligible means they do not have a current BRC and 

must not be present at the program until they are deemed eligible. Staff who are new and awaiting BRC results are 

marked as Pending and are not eligible to work until deemed eligible. 

 
 

If you have questions about the status of your staff’s application please have them check their application status as they 

will be able to see if it is under review or not. If you mailed documents to our office and your staff doesn’t see that their 

application has moved from Submitted to Under Review, and it has been more than 2 weeks, please e-mail our office for 

more information (cclunit@dhhs.nh.gov). 

 

If the submission is incomplete and something additional is required, your staff will receive an email and the 

requirements will be mailed to the child care program for completion. Here is a sample of the email your staff will 

receive: 

https://www.dhhs.nh.gov/sites/g/files/ehbemt476/files/inline-documents/sonh/cclu-hp.pdf
https://www.dhhs.nh.gov/out-state-abuse-and-neglect-checks
mailto:cclunit@dhhs.nh.gov
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Once your staff have been deemed eligible you will see them on your staff roster with their expiration date. 

 

 
 

Eligibility Transfer Requests  

Once completed there is no need to file anything with CCLU. The only time you need to send anything to CCLU is when 

someone is required to get a complete BRC done. 

Staff should log into NHCIS to initiate their BRC status transfer request to a new program.   Staff may remain connected 

to more than one program at a time. 

Once logged into NHCIS navigate to the Background Record Check tile: 
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Choose Eligibility Transfer request from the menu on the left of the page: 

 

Any pending eligibilities will show up here or the option to create a new request: 
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The Center Director or Family provider may then approve the transfer by logging into NHCHIS and entering the 

Background Record Check area though the tile on that home page. From there choose the Eligibility Transfer Request 

option the menu along the left-hand side of the page: 

 

Once you enter that area of the roster you will have three tabs related to the status of your staff. Choose Eligibility 

Transfer Requests and the arrow next to the Submitted option for the person you wish to approve or deny: 
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From the next screen you can approve or deny the request by choosing the appropriate option.  

 

 

You will receive confirmation that you want to approve this request and then the person will be added to your Active tab 

(you may need to refresh the screen). 
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The individual will receive an e-mail indicating they have been approved 

 

How to Update the Program Staff Roster in NHCIS BRC: 

 

As the Center Director/Site Director/Site Coordinator/Program Director/Family Child Care Provider, you have access to 

the Staff Roster of your program when you log into NHCIS. After you log in, you will see this tile. The Current Status 

indicates your Background Record Check (BRC).  

If your BRC status is ineligible, you will not be able to proceed, please contact the office at 603-271-9025.  

1. Click on the tile. 

 

2. You have a Dashboard to show you the status of BRCs for individuals in your program.  

https://nhpublichealth.force.com/nhccis/s/login/?ec=302&startURL=%2Fnhccis%2Fs%2F
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3. To see detailed information, go to the Staff Roster on the left side of the screen, highlighted below: 

 

 

When an individual leaves 

4. There are 3 tabs, select Active to see a list of individuals the CCLU has on file as working or living in your program. 

When an individual leaves, click on the arrow to the right of their name to enter the date the individual left.  

  



   

 

Return to 
Table of Contents 

23 

5. You will see the individual’s information, click on the edit screen at the top, highlighted here: 

 

6. At the bottom of the screen, add the individual’s end date, and click Save. 

 

Once saved, the individual is no longer visible in the Staff Roster. 

Updating Staff Roles 

7. Updating staff roles can also be done from this screen. 

 

Keeping the Staff Roster up to date will assist with ensuring that individuals, once employed, remain current with their 

BRC renewals.  
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Updating your program profile (directors) 

It is important to review this information often. The program e-mail address is where all correspondence are sent for 

renewal of license, visit results, and more. In addition your child care profile information is used when Child Care Aware 

is working with families seeking child care. The more accurate and up to date this information is the more likely the best 

matches will be made for families.  

Navigate to the Child Care Profile Tile: 

   

            

 

 

Proceed through each of the sections to customize what you program offers, your schedule, and what open slots you 

may have. 

It’s recommended you visit this tile frequently to make sure your profile is up to date. 

  

Once within your program profile make sure 

you update your enrollment status and 

program e-mail. 
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Visit Results and providing a corrective action plan (CAP) 

 

Navigate to the NHCIS portal and open your program through the licensing tile. Here you will see the “Non-Compliance 

List” option on the left hand column.  

 

 

 

 

 

 

https://nhpublichealth.force.com/nhccis
https://nhpublichealth.force.com/nhccis
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You will receive a PDF once the entire visit process has been completed and approved. This document should be posted 

in your program as required. 
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Completing your Licensing Applications in NHCIS (new, renewal, revision) 

 

Once you log into the NHCIS portal you can complete your Renewal and Revision Applications from the licensing tile. 

 

 

How to read this screen: 

 Days Remaining: the # of days until your current license is expired.  

Days Remaining For Application Renewal Date:   the # of days until you will be able to submit a renewal 

application in NHCIS. 

 

 
 

 

  



   

 

Return to 
Table of Contents 

28 

To get started with your application choose “New Application” in the section labeled “My Applications” 

 

 

Your available license applications can be found here. Open the application you are completing and get started. 

 

 

The application process is straight forward but potential questions will be answered by reviewing the following steps. 

Once you read through the introduction you may “Get 

Started” Below are various screen shots for Family Child Care 

and Group Child Care. 
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Depending on your license type you will choose the type of program you are offering (definitions of these can be found 

in the licensing rules). 

 

Complete Section 2.2 with all relevant owner information and Section 2.3 with the Capacity, age ranges and months of 

operation for your program. The final license may be issued with different age and capacity depending on licensing, fire, 

health, and zoning restrictions. 

 

Complete the section on Corporate Information if required. Upload your Secretary of State documentation of good 

standing. You can find your businesses documentation here: NH Secretary of State  

https://sos.nh.gov/corporation-ucc-securities/corporation/business-name-lookup/
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Ownership and Household Members: If you are operating out of a home, all household members 18+ must register and 

complete a BRC and all children ages 10-16 must complete a Household and Personnel Form. (More information can be 

found on our website) For center based program please complete the information required for any director not already 

listed. 

 

https://www.dhhs.nh.gov/programs-services/childcare-parenting-childbirth/child-care-licensing/background-checks-child-care
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Documentation is required for new directors and will be asked for during the “Add a Director” process. 

All directors must provide a Personnel Health Form with an application.  

 

Please provide relevant property information for your program in this next section. You must “Save Building 

Information” to move on. Please upload a floor plan in this section as well.  
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The final step is to upload required local approvals, sign and submit your application. 
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Updating your Program Profile 
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Updating your e-mail address in NHCIS 

 

Log into your NHCIS account. Click on the Professional Registry tile. 

 

 

From here you can update your contact information by clicking on the pencil icon. 

 

Update your information here, including your e-mail address. This will NOT change your log in. Your log in will remain 

the same but all communication will be directed to the e-mail address entered here. 
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Training 
Currently, there are a few ways to find and access your transferred (and new) training information. The first 

place is within the Professional Registry Tile Application and the other is within the Training Tile Application. 

 

To Access Trainings in the Professional Registry Tile Application 

• Click the Professional Registry Tile Application, when you hover over it you will see “VIEW 

PROFESSIONAL REGISTRY”. 

• When this Tile launches, click “PROFESSIONAL REGISTRY” on the menu to the left. 

• Click “PROFESSIONAL DEVELOPMENT” on the menu to the left. 
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• Scroll down through your list to see trainings that have been imported from NHPR and new trainings 

completed through NHCIS/ProSolutions. 

You can also generate a “Profile PDF” which will print all education and training information. To do so, simply 

click the “DOWNLOAD PROFILE PDF” near the top of your screen. 

 

To Access Trainings in the Training Tile Application 

• Click the Training Application Tile, when you hover over it you will see “VIEW MY TRAINING”. 

• When this Tile launches, there are two places to see trainings. The first is in the “MY EVENTS” tab 

and the other is in the “COMPLETED TRAININGS” section. 

• By clicking the “MY EVENTS” tab you should find previous trainings. 

• “COMPLETED TRAININGS” also features trainings you have taken. 

 

Adding Self-Reported Trainings 

• Within your “Professional Section” click “PROFESSIONAL DEVELOPMENT”. 

• Then click the “SELF-REPORTED TRAINING” tab. 

• Click the “ADD A TRAINING” button. 

• Enter all the training information and click “SAVE” button. 
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• Upon saving, go back to the box containing the entry and click “UPLOAD FILES” to attach the file from 

your computer. 

 

ProSolutions Support: 

Where do I find the Registry ID for ProSolutions trainings in the NHCIS Registry?  

The Registry ID for ProSolutions is found on your individual Registry application on the NHCIS. You will find this 

in the top right hand corner of your screen in red text. Once you put your Registry ID into your ProSolutions 

trainings, these trainings will be populated into your account. 

 
 

Adding your Registry ID to an existing ProSolutions Account  

Navigate to the ProSolutions website.  

https://www.prosolutionstraining.com/login/
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• Enter your account information and sign in. 

• Click you Name in the top Right corner of the page, then select “PROFILE”. 

• Ensure all fields with an asterisk are completed. 

• In the “STATE REGISTRY ID” box enter your 10 digit Registry ID from your NHCIS: Registry Record. 

• Click the “SAVE PROFILE CHANGES BUTTON”. 
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Troubleshooting 
 

Browser 

 
It is best to use the Google Chrome browser to access NHCIS.  
 
If you don’t know what browser you are using check using https://www.whatsmybrowser.org  
 

NHCIS was designed to work best with Chrome on a laptop or desktop PC or 
Mac. We highly recommend that you do not use a mobile phone, or MSEdge, 
Safari, Firefox, or any other browser other than Google Chrome on a laptop or 
desktop PC or Mac. 
 

Cache/Incognito 

We understand that it is often necessary for staff members to work closely 
with you - and use your computer or a shared computer - to register for and 
log into their NHCIS accounts. In such cases, it is a good idea to use the 
Incognito Mode of your Google Chrome browser before having each different 
user log into their account. 
  
Because all websites store information on your computer when accessed, the 
"cached" information created by multiple users can sometimes result in 
conflicts that cause unusual errors and prevent you from completing your task. 

This is not a situation unique to NHCIS. If you were to have several employees or household members log into their 
AT&T account on the same computer, for example, you would likely encounter similar cache and cookie issues. You 
should also clear cache and cookies from time to time, if you use your computer to log into multiple sites related to NH 
Child Care. 
 

Steps for clearing your cache: 

 

  

https://www.whatsmybrowser.org/
https://support.google.com/chrome/answer/95464?hl=en&co=GENIE.Platform%3DAndroid
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Help Desk/Support Ticket 

Do know that the Help Desk is here to assist you when needed. We will work closely with you and new employees to set 
up their account and complete tasks as necessary. Although our team does not provide phone support, we do monitor 
incoming support requests continuously throughout the day, and we will respond to users' requests for help as soon as 
possible. 
  
Please let us know if you have any questions, or you encounter any further difficulties. 
 

Submitting a support ticket for a login issue 

Navigate to the NHCIS Login Page and click the white “SUPPORT” button on the left hand side.  

Enter your contact information. 

• Select the ticket type that applies to your issue. (Login Issue, Forgot Password does not work or 

Forgot Username). 

• Add a detailed description of the issue happening including any error messages, the 

browser/device used or any other relevant information. 

 

http://www.nhpublichealth.force.com/nhccis/s/login/?ec=302&startURL=%2Fnhccis%2Fs%2F
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Submitting a support ticket for a non-login issue 

• Navigate to the NHCIS Log in Page.  

• Login using your email address and password for your NHCIS account. 

• Click the white “SUPPORT” button in the top right hand corner of the page. 

• Select the item you need assistance with in the “I NEED ASSISTANCE” drop down. 

• Add a basic subject in the “SUBJECT” field. 

• Add a detailed description of the issue happening including any error messages, the 

browser/device used or any other relevant information. 

 
 

Please note: NHCIS help is for issues related to assistance using the NHCIS portal. All other questions should be directed 

to the programs that oversee those programs. 

Bureau of Child Development and Head Start Collaboration, Child Care Licensing, Child Care Aware, ACROSS NH 

Each organizations website includes a wealth of information to assist you and direct you to the right person to help 

answer your questions. 

http://www.nhpublichealth.force.com/nhccis/s/login/?ec=302&startURL=%2Fnhccis%2Fs%2F
https://www.dhhs.nh.gov/programs-services/childcare-parenting-childbirth/child-development-head-start-collaboration
https://www.dhhs.nh.gov/programs-services/childcare-parenting-childbirth/child-care-licensing
https://www.nh-connections.org/
https://www.acrossnh.org/
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